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work to fall into arrears.    Besides the work described, lie has superintend-
to check  the  office  establishment bills, and  budget  estimates, ent *  n le8*
examine the stock of stationery in the office periodically and do
the verification of cancelled currency notes in the Currency office
for a few days in every month.

ATTENDANCE.

5.  The office hours prescribed for the central office must be
observed by the auditors of Outside   Audit Department.    These
office hours can in no case be altered by the auditors without the
previous sanction of the officer in charge.

WEEKLY REPORTS.

6.  Bach auditor should  submit on  every Monday  a report
detailing the work done by him on each of the days of the week
preceding.    The report  should be  submitted in the prescribed
form and should  reach  the Central  office before  12 noon on
every Monday.    A similar report should be submitted also by
the Superintendent.

HOLIDAYS.

7.  Clerks  working  outside  the  office  should  not  take  for
granted that holidays can be enjoyed by them  as n matter of
course.     They   should    always   ascertain   beforehand   whether
the enjoyment of a holiday has been allowed or  not and  act
accordingly.

AUDIT REPORTS.

8.  In the case of most of the accounts, the audit is done
monthly and audit notes issued to the respective authorities under
the signature of the Chief Superintendent.

The audit reports will be headed " Report on the audit of the
accounts by the Chief Superintendent in charge of Outside
Audits " and will be signed by the Chief Superintendent. The
forwarding endorsement will also be generally signed by the Chief
Superintendent for Accountant-General. The Chief Superintend-
ent will satisfy himself in all such cases that the reports do not
contain language that is likely to cause irritation All bad
reports, reports that convey censure or introduce controversial
matter and all new and important reports should be submitted to
the Accountant-Genera 1 for approval before issue. In the case of
the Madras Port Trust and the Madras Corporation the audit
reports are signed both by the Chief Superintendent, and the
Accountant-General.